
RA or DRA Meeting Request Form 
The RA and DRA request that you please complete the entire form below with as much detail as possible then 

send this form to your Director or Associate Director. 

Meeting Topic(s)/Title of Meeting or Event: 

• Program Office Point of Contact (POC): 

• Urgency/Priority (high, medium, low): 

Purpose of the meeting (informational, decisional, pre-briefing for external meeting, etc): 

• If the meeting will involve external participants, what will the RA/DRA's role be in the event (site visit, 
presenter, site tour, listening session, etc): 

• Brief background information/details: 

Location and/or suggested travel plans if offsite: 

Date/Time of requested meeting: 

Suggested length of meeting: 

• Optional Attendees: 

Equipment needed (laptop, projector, whiteboard, VTC, etc): 
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